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HWEMORANDUM POR: Chisf, Control Division

RUBJEOT t Ad?inistrativa Control of Official Personnsl
Files

REFERENCE i A) HR
B}

1. The receni recomméndation by the Inspector Gensral
that there should be 2 pomitive and comtinuous control of
11 Offioial Personnel Files Bas reqguired a review of Trans.
petions & Resords Branch (TRB) file control procedures.

3, A eursory review of file eontrol procedures in the
Awcney is as follows, A current roster of imitviduals authore
ized to sharye out personnel files iw kept in the Files 3ec-
tion of THE. These records include not only data on the
individunl, but also the type of files he will be allowsd
to see, When ons of these individuals wishes to charge out
g file, a charge-out ia placed in the wspaca vacated by the
file and the file is given to him or sent fo him. If the file
iz to be forwarded to an area outside of his contrel, approval
sust be obtained from the Head of the individual's Career
Service and if it i5 to be forwarded between operating officen,
TRE must be notifisd by & Certified Transier Report, Files
are loaned out for a ten day period after which an extension
must be obtained from TRB. This system currently bandles an
ayerage of approximately 1,700 file charges per waak

3. As a first atep in examining fils control procedures
TRB surveyed the persopnel file control systems used by NBA,
AID, USIA and State Department in an abtempt to identify any
ypaful procedurss for Agency adoption, AID has n centralized
parsonpel file system, but they do not have a list of persoas
authorized fo charge out ¥iles, The supervisor of their files
section says that he gets to know who they ars, They have .
Bave done awey with any need for a receipting gyatoem by refusing
to gend out any files, All files must be picked up in perebn,
wiles my he charged out for five days op the basgis of 2 charge
eard filled out by the individuoal. Their volume is about
1,350 per week and they do not have any scheduled inventory.
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4, ‘The Htate Department bas a centralized files symtom,
They maintain & corrent list of individuals suthorized to ‘
charge out fifes as well as o list of individuals authorized
to carry pergonnel files as couriers. An autborized indivi-
dual wmay have a file for 30 days after filling out » eharge
request which is filed in the wpace vacated by the file.
The State Daparitment had a reccipting system in afifect For
files that were sent out until about four ysars 2o, whan Lt
was sbapdoned becauss thay could wsot afford the extensive
time and effort to maintain it., They also used to kRave a
pericdic inventory as a4 back wp for thwir charge system, but
they have not had one for gome time now.

5. Yhe United States InZormation fAgency doss not have
a centralized Tilas system. There are separate sections for
foreign sarvice and the various domestic medii, The fopsign
service section does maintain a list of individuals authorized
to pull personnel files and it is kept current. When an ’
individual wants & file, a charge card is filled out and
plagsd in the spnee vacated by the file, When & fils is sent
to & requester, a claesifisd receipt is filled out and returned
to the Piles Section, These recelpts ore placed in a box
according to-the mesth of the charge, but it is unclear how
valuabie these receipts really are in that there iz no stipu-
1ates #ims limii on how long a file may be charged out, and’
follow up sctivity on files that have Desi oul "too longh is
hased on fhe charge outs, The f£ile clerks spot check charge
Guts as they file saterial asd fallow up on those that seem
ton old. USIA doss not have any periodic inventory of their
files snd their activity runcs about 300 charges per weak

Agency weem Lo have the tightest
catiisals on personns an, Do ey alse have the lowemi
volume. They maintain o current 1ist of persons sulborized

to charge out personncl files. When o af thayge Ludividuals
wants a file, he fills ouf & two part charge form. These -
charge forms are maintaifsd in & bin until the tile iz peturned.
When & file is sent to an individual, the second copy of the
charge form is sent with the file and is signed off by the
vecipient and returned ts the Files Section where it ie ma beliad
up with the original charge forms. Files that must he forwarded
out of the building are sent by their courier system in metal
containers ond the numbarx of the container that holds the

- file is noted on the charge form. In this manner, Lf there id
a mishap snroute, theoy can igentify which personnel files wera
sissing. They have no stipulated time limit for file charge,
but Lheir volume of chargy outs runs only about 116 per waek,

%, ‘The National Becurit
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7. An axamipaticn of the problems cncountercd in the
Agency parsonps]l file control system do not seem to bear
out the Ingpector General Survey commsnis 48 interprated
in TRE. 1If unlocated files are to be defined as files
that are misesing or not accounted for, then it is indead
unusual for them to remain uniocated for wceks or months
at 4 Lime., In the past ten vears, perhape eight cases of
thig paturs ovoourred which required the creation of dupli«
cats flies, - In 8ll of Lhede cases, the component acknow~
ledged the Fécdipt of the filen, but could not Incate fths
files within ifts own components. In all of the above cadaes,
the Official Personnel Files have been recoversd eventually
within the component originally charged with the file.

&. Theo problemz cpbcountered by TRE have nal Deen
with files that are missing because components deny having
received (he files, hut rather delays in receiving files
back from components or in tracking them through the ipter-
sal logging procedure as they are forwardsd within the
copponents, In all, this delay in obtaining ¥iles results
in a later effsctive dats on perhaps fwo aciions per pay
period, Thess, of course, would be ressslgnsent actions.
and not money actions. Any delays in recelving files
that might possibly effect the effective date of money
actions sre brought to the Chief or Deputy Chief of TRE
and resclved in time to adhere to the original effcctlive
date. :

%, In susmary, the Agency system scoms to stack up
fairiy well against those used in other Agencies for con-
trolliing the Personnel files. The possible exception of
%54 is modified by their very low volume of activity.

They handle 110 file charges per week to our 1,927, A
receipting syesftem would pesm fo require a good deal of
effort to maiptain with very little bensfit becauvwe our

file control problems do pot reside in a component's denial
of receiving a2 file, but in its loss within the component's
own confines, It is this last point that seems to point

trs & better solution to file control n some sort of computw
erized file charge delinguent system monitorad by TRB.

& proposal outlining such a possible system will be for-
warded by TRS in Che nsar futurs,

"25X1A9a
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